North Shore Choral Society Job Procedures: Computer Services Team

Illustrations: Joomla front end

Notes

The NSCSCRM Relationship Management website is now part of the NSCS
eArchive website located at https://nscscrm.northshorechoral.us/

© 2010 NSCS phrchive

1. This is the Home page.

One way to get to the CiviCRM
backend administration screens is
to click on the Operations menu.

North Shore Choral Society eArchive

&

North Shore Choral Society eArchive

@ sowd Communavons Conns Fundrosng Opartns Sear

CMCRM

CIWICRM ks the software package that supports the North Shore Choral Socety’s database of Members, Contacts,
Donors, and Ticket Purchasers. The database and software is maintained by the Computer Services Team.
Click here

links

ments (e.g. presel ures) created for CIVICRM,

Eventually t W BCCESS L0 vanous functions within CviCRM, the NSCS database for contact, mem
donor,

Subcatepories

Project Documentation 5y
Procedure Documentation @
CICRM Documentation )

Docamentation 35oul the CHCRNM apelication and implemantation created oy e CIMCRN devalopars

2. This is the CiviCRM
documentation page,

a “work in progress” as part of the
eArchive project.

CiviCRM Project and procedure
documentation will be available via
links on this page.

Select the Inspect NSCS CiviCRM
link in the middle of the screen.

North Shore Choral Society eArchive

Inspect NSCS CiviCRM

3. This is the Inspect NSCS CiviCRM
article page.

Click on the link text or the CiviCRM
icon to get to the login screen.

You can also access the CiviCRM
admin site directly through this URL
(without going through the eArchive):

https://bit.ly/nscscivi
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North Shore Choral Society Job Procedures: Computer Services Team

Illustrations: Joomla front end Notes

. 4. Enter your individual username
‘/) Joomial and password, and click Log in.

The CiviCRM procedure illustrations assume you have been successful in logging
in to the CiviCRM backend component of the NSCS eArchive Joomla website.

B System~ Users ~ Menus - Content - Components ~ Extensions ~ Help -

® CivicRM

Q Search | [@ Contacts | B3 Contributions | % Events | B Maiings | [ Memberships | 2 Campaigns | b Reports | €8 Administer | @ Support

7 CIVICRM CICRM
CiviCRM Home

# Configure Your Dashboard

= Create Mew

The menu at the very top of the window is the Joomla menu; this is used to
maintain the entire eArchive website.

The menu line with the Contact Search option on the left is used for CiviCRM.

This is the one used for all CiviCRM data entry, maintenance, and report/file
generation.

X S‘y-slem‘; ‘IJSErS ~ Menus ~ Content ~ Components ~ Extensions ~ Help ~ 5 . If you Select a Joomla men u item’
a Control Panel . .
R you can return to the CiviCRM
Edit | | « | Activate || @ | Block | | € Unblock | | 3 | Delete | | @] | Batch .
Gl Chaccn component in several ways.
E::: Z:r; Cache I Q Search Taols v Clear
User| [] Name Username Enabled Activated One Way iS Via the Joomla

Viewil  System Information

Fields [0 Mikec MGreenstone v
-

Control Panel.

Field Groups

lear Matae
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North Shore Choral Society Job Procedures: Computer Services Team

Illustrations: Joomla front end

Notes

Menus ~  Content -

<+ Control Panel

Categories
Contacts
J2XML
JCE Editor

Joomla! Update SEE
# New Article Messaging | -
0 Aticles Multilingual Associations
& Categories News Feeds
Bd Media Post-installation Messages  {TICLES
Redirects umentation
Search
= Menu(s) Smart Search
1 ]
W Modules Tags ledback
Web Links
P Uperations Description
Users
Summer Singin
& No Urgent Requests —
LAST 5 ADDED ARTICLES
& Global
@ Templates NSCS Board and Elected ¢
% Language(s) v |Help for site searching i
+ | Operations Description 1l
&, Install Extensions — o _—
onations Appreciated! Ei
© ChiCRM 4 o
BJ JCE File Browser v |ESO Christmas Concert gl

H Joomlzis up to date
w Updates are available!

6. On the Control Panel, you can
access CiviCRM either by the link in
the components menu

Or by the link under Extensions in
the left hand column.

Single-click to access CiviCRM.

If you login to Joomla via the
eArchive administrator link,
https://nscscrm.northshorechoral.u
s/administrator/index.php

you will see the Control Panel.

Illustrations: CiviCRM administration

Notes

The CiviCRM procedure illustrations assume you are logged in to the Joomla back
end (administrator functions) and are accessing the CiviCRM component.

B system~ Users -

Menus - Content~ Components -~ Extensions ~ Help ~

® CiviCRM

NSCS eArchive B & ~

¥ Joomial

ad Reports

Q Search | [@) Contacts | B3 Contributions | P Events | 3 Malings | (@ Memberships | ¥ Campaigns
7 CIVICRM cmcRi
CiviCRM Home
# Configure Your Dashboard
Recent Iltems Welcome to your Home Dashboard
& cien puin Your dashboard provides a one-screen view of the data thats mostimportant to you

Graphical ortabular data is pulled from the reports you select, and is displayed in

dashlets’ (sections of the dashboard). &
My Contact Dashboard

New Individual

First Name:

&
LastName:

s
Email.

e

Save

Access Keys:@

This is the CiviCRM Home page.

Note: You can use the link to
configure your own Dashboard.

It might be useful to include a
Contribution report and an Events
report that shows Concert Tickets
Purchased. That way you can
quickly verify the latest entries.
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Contacts)

Notes

@ MName/Email

@ CivicRM ID
@ External ID
@ First Name
@ Last Name
® Email

@ Phone

[mi\ler i

Miller, James ::

Q, Search

[®) Contacts

millerjwm@gmail.com
@ Street Address Miller, James 3

® City Miller, Jonathan :: singwow@comcast.net jad

@ Postal Code Miller, Judith :: judyathome@gmail.com

@ 1o0b Title Miller, Judy m
CmCRM

- Contacts

Find Contacts
Advanced Search
Full-text Search
Search Builder

Find Contacts

- Edit Search Criteria

Find Contributions
Find Mailings

Find Memberships
Find Participants with

Find Activities

Custom Searches

Contact Searches

1. There are multiple ways to
search for a contact to initiate an
update for that contact’s info, or for
other data related to that contact
(contributions, ticket purchases,
membership info)

The easiest is to type

Last Name, Firstname

in the Search box.

Multiple choices may be displayed.
If so, pick the closest match and
make sure you’ve got the right one
by checking other info (address,
phone, etc.)

& Mr. James Miller

B Gm e

......

Contact Data Update

2. To update info for a specific
contact already in CiviCRM, start
with the View Contact screen.
Mouse over specific sections (email,
phone, address, communication
preferences, etc.) for the option to
update just that data.

The NSCS Member data tab has
data only captured for members.
The External ID field is the NSCS
dBase ID (pre-CiviCRM).

When an individual dies, we set the
Is Deceased indicator (in the
Demographics section) and turn off
communications (in the
Communications Preferences
section) rather than deleting that
person’s record. This allows us to
maintain referential integrity within
the database.
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Contacts)

Notes

New Individual

* Expand all tabs

~ Contact Details

Prefix First Name Middle Name Last Name Suffix
I J | ] J "

Current Employer & Job Title Nickname

-none - a | J [ J
Email add On Hold? & Bulk Mailings? €
[ |[Fewra o] # a

» Signature
Phone Phone Location Phone Type
‘7‘ ext ‘_‘ Personal | v | # | Pnone |

Add another Phone number
Website @ Website Type

[ | work % [v| &
Add another website
Source @ External ID &

Browse/Upload Image @

~ NSCS Patron Preferences

Preferences for Concert Program Booklet acknowledgments

Has this donor requested not to be listed in concert program booklets? If yes, also enter Anonymous in the Donor
Display Name.

Anonymous Donor? @ yes @ No

When rst donation for this contactis recorded, enter the name to be shown in the concert program booklet
Please use & instead of‘and to reference multiple people

Donor Display Name | ‘

» Address
~ Communication Preferences

@ Formal © Familiar

7] NO BULK EMAILS (User Opt Out) & Emai Farmat | soth [+] &

LF

phics
roups

e | * SaveanaNew

Email Greeting Pastal Greeting Addressee °

Dear {contact.first_name} [~ Dear {contact.fist_name} || | {contact ndvidual prefin [ |

- sel

= ° feon dual_prefiscH{ } {contact. first_name){ }contact.midde_name
[CIDo not phone [CIPhone

Do not email [ Email

Do not mail [ Postal Mail

Do not sms Csms

Do not trade CIFax

3. The screen to enter data for a
New Individual looks different.

The Notes section can be used to
record explanations when there are
multiple email or phone numbers
entered, particularly when more
than one person is involved.
CiviCRM intends that and Individual
record represent just one person.
However, instead of creating
Households and linking Individuals,
we are using the Custom Addressee
(in Communication Preferences) to
contain names of couples to be
used for addressing envelopes.

Use & instead of “ and ” in the
Custom Addressee field.

If an email “bounces”, mark it as
On Hold? rather than deleting it,
unless notified that the contact is
no longer using that account.

4. Use the Patron Preferences
section used to enter preferences
the first time a contribution is
received from a contact.

~ Communication Preferences

Communication Style @ @ Formal © Familiar
Email Greeting Postal Greeting Addressee

Dear {contactfirst_name} E| Dear {contactfirst_name} E[ Customized E[
Custom Addressee

Privacy @ Preferred Method(s) & Preferred Language

[ Do not phone Elenone English {United States) x [v [ #
[ Do not email [T Email

[ Do not mail [ Postal Mail

[Z Do not sms COsms

[Z Do not trade [0 Fax

£ NO BULK EMAILS (User Opt Out) @ Email Format | Both B 7]

5. The Privacy fields distinguish
between different types of
communication methods.

Do not mail corresponds to the
dBase MAILING = FALSE.

The Opt Out (unsubscribe) for bulk
emails is recorded here.
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Contacts)

Notes

Address Location Type | Personal | =
contact

& Primary location for this contact [ Billing location for this Delete this

address

[Z] use another contact's address.
Address Name

Supplemental Address 1
Supplemental Address 2

Street Address
‘ | Edit Address Elements

City Zip / Postal Code Suffix

Country State/Province

| United Stetes x|+ Ilinois

Latitude, LonTllude

[C1 override automatic geocoding

©Another Address

6. CiviCRM can record multiple
addresses for a contact. Addresses
are identified as “Billing” when the
only way we know about them is
from a PayPal transaction.

PO BOX info must be entered in
Supplemental Address 1, (or
Supplemental Address 2 if
Supplemental Address 1 is being
used for something else)

not Street Address.

- Demographics

© Female © Male © Transgender

[C] contact is deceased

7. We don’t usually record Gender
or Date of Birth data. The Contact
is deceased is prominently
displayed and selection logic may
ask if you want to exclude deceased
individuals. (We do have some,
because we imported their
donations/member info.)

* NSCS Member data

Dats captured only about members

SATE | - o - s

Divisi | - none - s
Name to be displayed in Concart Program Booklats
*|
Height Q'8 Q410" Q411" Q30 QF L QT2 QT 3

05+ Q5% Q& Q57 Q5 Q5 Q5 10

Q511 Qs 0 OE 1T ()6 ()E T QE 4 ()5S

Usad to put reports in SATE order 1=Soprano, 2=Alto, 3=Tenor, 2=Bariton=/Bass
satesot O 02 O3 O4

Include month and year info vas updated

Member Display Name ‘

Bio

8. NSCS Member data (far right tab
on the View Contact screen) is used
to enter voice part and height data.
The Member Display Name shows
the preferred name to be printed in
the concert booklet.

SATB|..:.;_. |

Divisi |
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Contributions)

Notes

CiviCEM » CiviContribute Dashboard
New Contribution

Save Save and New | Cancel

Contact* |

Financial Type *

Total Amount * Start typing a name or email... or

£ New Individual & New Organization

# New Household

o

Source

New Contribution

1. To enter a contribution, start
with Contact selection. If the
search for an individual or
organization is unsuccessful, you
can enter minimal information to
establish a new contact, and follow
Contact Data Update instructions
(see previous pages) to add data
after the contribution is entered.
An asterisk * identifies required
fields. NOTE: For first-time
contributors, please be sure to
enter a Donor Display Name for the
contact (in the NSCS Patron
Preferences section).

New Contribution

oo T e anen 1

Contact *

Financial Type * | _oqject- E|
Total Amount * | sp (3)

Total amount of this contribution

Source

Campaign
» Show past campaign(s) in this select list

Contribution Status | complsted E|

— Financial Types —

Financial Type * - select - v a

by individuals .
\CDFPDFEtE Gift \
\Dcina‘tu:\n used for

Donation DAFQCD contributions by

. organizations
used for ticket Donation of Stock
sales _.-E'.lent Fe=
Grant

will be used
in the future? == Mamber Duss

2. After selecting or creating a
contact, select the appropriate
Financial Type (usually Donation for
individual contributions) and enter
the Total Amount.

For Source, specify how Computer
Services was first informed of this
contribution (usually NSCS (Karen
Rigotti) email or John Darrow email
or Nancy Slichenmyer email, but
sometimes PayPal).

However, for Donation DAF/QCD
put the Fund/Account name in
Source. (e.g., Schwab Donor
Advised Fund, TD Ameritrade).
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Contributions)

Notes

Campaign @ [ ...

20th Season 2015-2016 (07/01/2015-06/30/2018)
R CWESICUVER 11atching Gift Program (07/01/2000)

Contribution Status | completed E|

3. If this is a matching gift (either an
individual’s gift that will be
matched or a corporate gift that is
the match), select the Matching
Gift Program campaign.

Otherwise, you can select the
current season as the Campaign.

Let the Contribution Status default
to Completed.

+ Soft Credit @

[y DCYAA (Donald Chen Young Artist
Award)

~ Soft Credit @

© anotr{| 2°H Q
& Gockel, Ruth
+ Paymer [i Ruth A. Gockel Memorial Fund

~ Soft Credit @

[ David Dynes Larson Memorial Gift
v Paymer| a Larson, David

& Larson, Margaret

a Larson, Mary Lou

4. If all or a portion of a gift is to be
allocated to a Designated Use Fund
(DCYAA, Larson, or Gockel), use the
Soft Credit section to specify this.

Each of these funds has been
defined as an Organization, so just
start typing one of those three in
the Contact search field and select
it when it is displayed.

Put the amount to be allocated to
the fund in the Amount field. (You
don’t need to put in the dollar sign.)
Specify a Type of Special Fund.

A soft credit of the type Household
is entered to credit an NSCS Board
member when contributions are
recorded as given by the spouse of
the Board member. (This happens
only if both are members, and the
one on the NSCS Board is not the
one we use to record the
household’s contributions.)
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Contributions)

Notes

From: Karen Rigotti <rigottikl@gmail,com:> Sent: Tue 6/23/2015 4:55 PM

To: john_darrow@sbcglobal.net; painefive @aol.com; rswarner @uic.edu; computerservices@northshorechoral.org
Ce
Subject: Contribution Received

5. Within the Payment Details
section, the Received date and
Time fields should be the Sent date
from the notification email, unless
the date that NSCS took possession
of the check or funds is specified in
the body of the message. The
postmarked date can be used, if
that date is communicated. The
Notes field can document which
date was used.

Paid By is usually Check (default).
We don’t currently record the
Check Number.

Paid By *

Check E‘

Check Number | Select-
Check

Transaction ID
Credit Card

Debit Card
Cash
Voucher
Gift Certificate

Receipt Date

From: Gary Geiger via PayPal <member@paypal.com> Sent: Thu12/12/2013 2:57 PM

To: Morth Shore Choral Society

Cc

Subject: Payment received from gary.geiger@sbcglobal.net

O S R R R R R SO B S N ¥
N

Dec 12, 2013 14:57.04 CST
Transaction |D: 5KD13675E32896740

' PayPal

Hello North Shore Choral Society,

6. Occasionally we receive
donations via PayPal; in that case,
PayPal should be selected as the
Paid By value, and the Transaction
ID copied from the PayPal email.

From: Gary Geiger via PayPal <member @paypal.com> sent Thu12/12/2013 2:57 PM
To: Morth Shore Charal Society

Ce

Subject: Payment received from gary.geiger@sbeglobal.net

J}_‘{ ------- [ T N & # ﬁ

Dec 12, 2013 14:57:04 CST
Transaction ID: 5KD13676E32896740

P PayPal

Hello North Shore Choral Society,

You received a payment of $50.00 USD from (gary.geiger@sbcglobal.net).

To see all the transaction details, please log into your PayPal account. It may take a few moments for this
fransaction to appear in your account.

Buyer information
Gary Geiger
gary geiger{@sbcalobal.net

Instructions from buyer
None provided

Ship-to address - Confirmed
Gary Geiger
2110 Warren St.

Shipping method
Mot specified

Evanston, IL 60202

United States
Description Unit price Qty Amount

MNSCS Annual Fund

ltem #: NSCS Annual Fund Donation

$50.00 USD 1 $50.00 USD

Total: $50.00 USD
Receipt No: 0773-6108-6050-5164
Please keep this number for future reference, as your customer doesn't have a PayPal Transaction ID for this

payment.

7. For a PayPal transaction, there is
sometimes a Receipt No.

Receipt No: 1901.9949.7446.5702

printed below the total line, with

the text “Please keep this number for future
reference, as your customer doesn’t have a PayPal

Transaction ID for this payment."

This line may be copied and pasted
into the Notes field of the

~ Additional Details tab.

(See #10 below.)
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Contributions)

Notes

~ NSCS donation details

Use the Financial Type "Donation DAF/QCD™ for gifts through Donor Advised Funds or Qualified Charitable
Donations, naming the specific DAF or QCD in the Source field if that i ion is provi . h ise, the
Source field should say how Computer Services was first informed of this contribution {usually Karen Rigotti
email or John Damow email, but sometimes PayPal). Use the Campaign of "Matching Gift Program™ for both
the individual's donaticn that will be matched and the corporation’s match.

Use the "Soft Credit” tab for fund designations (DCYAA, Larson, Godkel).

On the "Payment Details" tab, the Received date and time should be the Sent date from the notification email.

Select the date recorded on the face of the chedk. If there was no chedk, leave
this blank.
Chedk Date |7]
Select an option to preface honoree text with either of these ususl desoriptors.
Honco'Remembrance prefixg O in honor of O in memory of

Enter the name of the honoree, or
music’)

other free form tesxt (e.g. “in thanksgiving for

Honoree text @ | |
Is this donation to be anonymous? (If Yes, donation will be excluded from "by
Category™ aggregation for this donor in concert program booklets.)
Ancnymous Donstion () Yes (@) Ne %
Was the gift in the form of shares?
Gift of stock? () Yes (@) No %

Either the contributor indicates that this donation is eligible for a matching gift,
the matching gift from & corporation/organization. MAKE SURE the
g Gift Program is designated as the "Campaign™ (near top of dats entry

Matching Gift? OYES©NG x

Miscellaneocus comments, e.g. matching gift corp, or sale of stock details

Other Comments |

8. Other info specific to NSCS is
entered in the NSCS Donation
Details section. (Thereis some
NSCS-specific Help text displayed at
the beginning of this section.)

Although we don’t record check
number, we do record the date of
the check, which is the date
specified within notification emails.

Be sure to use & instead of “and”
in the Honoree text field when
multiple people are honored.
(Patron & Concert Program Booklet
Coordinator request)

~ NSCS Patron Thanks Processing

Used for Individual donations, for tracking when a batch of donation data is sent to the Patrons Coordinator to generate
Thank You / Tax Letters.

Thank You Batch Sent ‘]

9. The NSCS Patrons Thanks
Processing tab is not updated when
a contribution is received. The date
recorded specifies when the batch
containing this contribution was
sent to the Patrons Coordinator.
(This is the NSCS-specific version of
the Thank-you Sent Date field in
the Additional Details tab. Itis
usually updated via the “Batch
Update for Contributions” action
using the NSCS Thank You Letter
Batch Update profile.)
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Contributions) Notes
10. The Additional Details section
Page contains CiviCRM fields that we

Notes

might use some day; for now if we
need a place to put the PayPal

Non-deductible Amount

MNon-deductible portion of this contribution Receipt NumbEr, that text a n d t he
Feeamourt | | number itself (1901-9949-7446-5702) can
Processing fee for this transaction (if applicable)
S be recorded in the Notes field of
Net value of the contribution (Total Amount minus Fee) th is sectio n .

Invoice ID ‘ ‘

Unique internal reference D for this contribution

Thank-you Sent ‘ j Time | ‘

Date that a thank-you message was sent to the contributor.
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Ticket Sales)

Notes

These illustrations assume you are logged in to the Joomla back end
(administrator functions) and are accessing the CiviCRM component.

i 2\ GiviEvent

L€l & | https//nscscrm.narthshorechoral.com/administratar/Zoption=com_civicrm@itask=civi

crm/eventBureset=1

r

Control Panel Users Menus Content Components Extensions Help s

CiviCRM

-

Search | Contacts | Contrbutions Campaigns | Reports | Admi

- [ T T—

Dashboard

> CIVICRM CmCRM Register Event Participant
- Find Participants
CiviEvent Import Participants
Create New » New Event

Event Summary (UELELEISELE

Personal Campaign Pages

International Friend S EUNEMEEIE] 10 Performance

Recent ltems

New Price

Manage Price Sets

Requiem for Peace 1 Performance

Wi Cantact Nachhased

Prerequisites

A. A ticket purchase is related to an
Event; purchases can be recorded
via the “Register Event Participant”
function in the Events menu. In
addition to each concert, each
NSCS season should be defined as
an event, so that season ticket sales
can be recorded.

To verify that appropriate Events
have been created, review the
Dashboard or the items listed on
the Manage Events screen.

International FrE'.ndshia Concert

| View event info page |

International Friendship Concert

& R

From Japan, the Kyoto Concert Choir, and the Evanston Children’s Choir join NSCS for an exciting exchange of musical and
cultural traditions

L ocation Re1gina Dominican High School
707 Locust Road
Wilmette, IL 60091
United States

Z28) Regular Admission §25.00
Senior (age 65 and over) §22.00

Student $15.00

B. To verify that the event for which
you want to record a ticket sale has
been associated with a Price Set
(which records types of tickets and
their prices), view the event info
page by clicking on the Event name.
(The link is available on most
screens where Event name is
shown.)

More Background Information
An Event Participant record is created:

a) On behalf of the Tickets Coordinator,
to record the purchase of season or
concert tickets by a Contact.

The Participant’s Role is Attendee.

b)

Role
Attendes

Status

Ticket purchaser

Registered Singer, Chamber Chaoir

On behalf of the Membership Coordinator, to register that an NSCS

member will participate in a concert. The Participant’s Role is Singer. (An
additional Role can be added for Chamber Choir. Soloist, Instrumentalist
roles are also enabled, but these are all “uncounted” roles on the
Dashboard. “Counted” reflects only Registered Singers.)
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Ticket Sales)

Notes

Hint: Because a ticket sale represents a transaction relating a Contact and an
Event, data entry can be initiated either via a “View Contact” screen or the
“Register Event Participant” function from the Events menu. If the purchaser is
not a name you recognize, the “View Contact” screen is the better option. This
allows you to check the street address and email to verify that the purchaser is
already in the database (or to add the Contact), or to change the first name if
another household member is now ordering tickets.

© Add Event Registration

D New Event Registration for Dan Woodard

Participant Dan Woodard
B International Friendship Concert
Campaign

» Show past campaign(s) in this select list
Participant Role ID *

80th Season 2015-2016 (07/01/2015-06/30/2016) * |«

* Aftendee
Registration Date * 03/29/2016 | Time |1g:23pM
Participant Status 1D * | Ticket purchaser v| &
Event Source payPal

Regu |

Regularin advance
and at the door ticket

price

Senic |

Source for this registration (if applicable)

10025 00 Note: Current version of CiviCRM has an error which
renders the quantity data entry box and price

on top of the title and description columns

in this data entry window. We can hope that this will

angl pyegly be corrected in a future release.

Senior admission in
advance and at the

doaor

Student admission in

$15.00 The Total will be generated based on the quantities

entered above.

advance and at the,

doar

TolalsetTs00

Make sure these boxes are NOT CHECKED!

Record Payment?

Chdck this box to enter payment information. You will also be able to
gerferate a customized receipt.

Registration Confirmation and Receipt

Send Confirmation and

Motes

Receipt 1y tomatically email a confirmation and receipt to
dhwoodards3@amail.com?

It's optional to copy the Description info from the PayPal notification
here and add the quantity to the Notes field. The only new data is
the Item# from the website Product table; CiviCRM will display

the type and quantity as “Fee Level”

If you don’t get a notification box that the
registration has been saved, you may have
neglected to enter a required (*) field.

1. Ticket Purchase via PayPal

e From the View Contact screen for
the ticket purchaser, select the
Events tab.

e Select “Add Event Registration”

e Select the Event (either the

concert name or NNth Season
Tickets). The associated Campaign
(NSCS season) should automatically
appear.

e Allow the Participant Role ID to

default to Attendee.

m

P

e Enter the PayPal transaction date
and time on the PayPal notification
email as the Registration Date and
Time.

e Enter the Participant Status ID of
Ticket Purchaser.

e Enter the Event Source of PayPal.

e Enter the number of tickets of
each type purchased in the
appropriate boxes. The Total Fee(s)
should match the PayPal payment
total.

* Do not select the Record
Payment or Send Confirmation
boxes. Click Save.
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North Shore Choral Society Job Procedures: Computer Services Team

lllustrations: CiviCRM (Ticket Sales)

Notes

D New Event Registration for Dan Woodard 2 0 X

Participant Dan Woodard

Event® | oo season Tickets Q

Campaign

B0th Season 2015-2016 (07/01/2015-06/30/2016) = | v

gn(s} in this select list

ParticipantRole ID *

% Attendee
~
Registration Date * 03/20/2016 |50 | Time |10:54PM »®
Participant Status ID* | tjcket purchase 2l
Event Source |y oren Rigotti email
Source for this registration (if applicable

Note: Current version of CiviCRM has an error which
renders the quantity data entry box and price

Regu |
—2 ¥60.00 on top of the title and description columns
e in this data entry window. We can hope that this will =
. - I gueeD be corrected in a future release.
Stude The Total will be generated based on the quantities

L $ 30.00
/ entered above.
ol 842600 Make sure these boxes are NOT CHECKED!

Record Payment? ¥
Ché¢ck this box to enter payment information. You will also be

able to generate a customized receipt

Registration Confirmatiofi and Receipt

Send Confirmation and
Receipt Automatically email a confirmation and receiptto

Notes

“ m [

If you don’t get a notification box that the
registration has been saved, you may have
neglected to enter a required (*) field.

2. Ticket Purchase by check,
notification via email

¢ From the View Contact screen for
the ticket purchaser, select the
Events tab.

e Select “Add Event Registration”

e Select the Event (either the
concert name or NNth Season
Tickets). The associated Campaign
(NSCS season) should automatically
appear.

e Allow the Participant Role ID to
default to Attendee.

¢ Enter the sent date and time on
the email as the Registration Date
and Time.

e Enter the Participant Status ID of
Ticket Purchaser.

e Enter the Event Source of [Name]
email (who sent the email).

¢ |[f known, enter the number of
tickets of each type purchased in
the appropriate boxes. The Total
Fee(s) should match the PayPal
payment total. If the email does
not specify the quantity/type of
tickets, leave the boxes blank.

* Do not select the Record
Payment or Send Confirmation
boxes. Click Save.

Updated June 27, 2019
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